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VA NTENANCE SUPPLY  SUPPCRT REQU REMENTS

LEARN NG GBJECT1 VES

1. Termnal Learning (bjectives:

a. Qven the reference naterial and representative outstandi ng supply
requisitions, direct the validation/ reconciliation of supply requirenents,
per MO P4790.2, UM4400-123 and UM 4400-124. (3510.2.12)

b. Qven the reference naterial and tasked wth responsible officer's
(RO responsibilities, identify Gonsolidated Menorandum Recei pt (OWR
responsi bilities, per UM4400-124. (3510.2.13)

c. Qventhe reference naterial and requirenents for nonitoring the
control of tool sets, kits, chests, direct tool control procedures, per MXO
P4790. 2 and M3O P4400. 150. (3510. 2. 14)

d. dventhe reference naterial and statenents pertaining to the
nmanagenent of pre-expened bin (PEB), identify PEB control procedures, per MXO
P4400. 150 and M3O P4790. 2. (3510. 2. 15)

2. Enabling Learni ng b ecti ves:

a. Gdventhe reference nateria and representative outstand ng supply
requisitions, per MIO P4790.2, UM4400-123, and UM 4400-124, identify:

(1) The procedures for the daily validation/ reconciliation
process. (3510.2.12a)

(2) The procedures for the biweekly validation/reconciliation
process. (3510.2.12b)

(3) Procedures for validating requisitions wth supply.
(3510. 2. 12¢)
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(4) Inpact card requirenents. (3510.2.12d)
(5 Followng - up procedures. (3510.2.12€)

b. Qven the reference material and tasked wth the responsibl e
officer's (R) responsibilities, per UM4400-124, identify:

(1) Howfrequently the QWRis published. (3510.2. 13a)

(2) Wen the ROnust conplete the OWR revi ew
(3510. 2. 13b)

(3) The ROs responsibilities when discrepancies exist in the QWR
(3510. 2. 13¢)

c. Gventhe reference naterial and requirenent for nonitoring the
control of tool sets, kits, and chests, per M3IO P4790.2 and M3O P4400- 150,
identify:

(1) Tools sets, chests, and kits authori zed.
(3510. 2. 14a)

(2) Inventory procedures for tool sets, chests, kit. (3510.2.14b)

(3) Procedures for nonitoring the requisitioning and receipt for
tool sets, chests and kits. (3510.2.14c)

(4) The procedures for the control of tools sets, chests, and kits.
(3510. 2. 14d)

(5) The procedures for the proper disposal of tools. (3510.2.14e)
d. dventhe reference naterial and statenents pertaining to the
nanagenent of a pre-expended bin (PEB), per MO P4400. 150 and M3O P 4790. 2,
i dentify:

(1) Howwfrequently itens for the PEB nust be approved.
(3510. 2. 15a)

(2) Wio can approve itens for the PEB. (3510. 2. 15b)

(3) The dollar value criteria for itens placed in PEB (3510. 2. 15¢c)
QUTLI NE

1. CGOWD TY MNAGER S RESPONS B LI TTES | N REGARD TO SUPRLY
VALl DATI QN REGONT LI ATI ON
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a. Definitions

(1) Validation. The process by which you confirm your
requirenents. It involves the confirnation of requirenents which are still
needed, cancel | ations, receipts, scrounges, and current status. Wen
confirmng needed requirenents, the custoner nust ensure that they have been
nade known, still exist, and are resident in the supply system

(2) Reconciliation. The process by which a unit ensures that
validated requirenents are properly |odged wthin the supply systemMMB Al S
out put reports.

b. Validation Frequency. Validation wll be acconplished, at a mni num
daily and biweekly; however, due to the | arge nunber of BROs at
i nternedi at e nai nt enance shops, the frequency of validation may require
adjustnent. The mininumrequirenents for validation of organizational EROs
are set forth as fol |l ows:

(1) Daily. Each day the MMWrecords clerk wll acconplish the
fol | ow ng:

(a) Hrst, verify the Daily Transaction List (DIL) to ensure
that all repair parts and requisitions submtted have processed.

(b) Check to ensure that BROs shown on the Daily Process
Report (DPR) are in the correct job status.

(c) Check those EROs in a "Short Parts” job status wth no
parts trailers to ensure the BERCEL' s have been prepared and submtted. [f an
ERCA. has not been submtted, ensure that submission is nade as soon as
possi bl e.

(d) (heck off those parts transactions on the ERCEL which
have been submtted to the supply source and appear on the DPR the ERCAL
wll be attached to and filed wth the pending copy of the ERQ |If any parts
transactions on the ERCEL do not appear on the DPR check off those
transacti ons which do appear and file the EROBERCAL in a pending file/EROtub
until all transactions are checked off. Aways verify the input data to the
ERCEL for accuracy. An BERCAEL w il have the foll ow ng annotations pertai ni ng
to parts/material received fromthe supply source. The procedures for
annotating the BROBL wll be established in the unit's SCP.

1 A ERCB. wil be annotated as to the quantity
recei ved and dat e recei ved.
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2 A BREL wll be annotated with the BRObin | ocation
for those itens placed in BRObins. If the BROnunber is used in BRObin
assi gnnent, the annotation of the ERObin location is not required.

3 An ERCEL will be annotated when parts are issued to
the shops for installation.

(2) Bweekly. Every two weeks, after conpletion of the daily
validation, the coomodity nanager or shop/ nai ntenance officer or chief wll
acconpl i sh the fol | ow ng:

(a) Reviewthe daily validation procedures to ensure that
they are acconpl i shed properly.

(b) Ensure that all EROs cite the category codes whi ch
accurately reflect the actual condition and status of the equi pnent.

(c) Conpare all BROs onthe DPRin a short parts status wth
the RO and BRCAL to nake sure that:

1 BEROjob status is correct.
2 BEROcategory and priority are valid.

3 An BERCEL has been prepared, docunent nuniers
assi gned, and transactions processed.

4 The priorities assigned to a docunent nunber on an
ERCA. nust logically followthe priority and category assigned to the ERQ

5 The priorities assigned nust neet the criteria
contai ned i n M3O 4400. 16.

(d) Wen all critical parts have been recei ved for a category
"M BRObut noncritical parts renain outstanding, ensure that all critical
parts are installed as well as those noncritical parts which are practical to
install. Then, either the category code wll be changed to "N' or a new ERO
Wil be opened. If a new EROis opened, ensure that the fol |l ow ng actions
have been acconpl i shed:

1 Al pending parts have been transferred to the new
EROvia an "8 Gard" with authority Gode 9 in QC 27 and a new ERO nunier in
QCs 5559. If all parts on an BERCEL are not installed, change the BRO
nunber on the ERCAL. If the parts are split between EROs, fill out a
duplicate EROB. wth the ol d and new BRO nunbers, NSN and quantity of itens
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inthe ERObin. Alwnotate the old EROwWth a new ERO nunber and j obs
transferred to the new ERQ

2 Mke sure that any parts whi ch have been recei ved and
could not be installed are placed in the newy assigned EROs bin.

3 Mke sure that an ERO agai nst which Gategory Gode "M
parts have been received and installed is cl osed.

(e) Mke sure that all receipts, cancellations, and scrounges
have been annotated on the ERCEL and that required transacti ons have been
submitted and processed.

(f) Mke sure that the status provided is current,
acceptabl e, and understood. Request the supply officer to clarify any status
not understood or not sufficiently responsive in accordance wth the
priority.

(g) Inventory the BRObins by conparing the EROBL to the
nmaterial /parts in the bin. Alwnotate the BEROBL wth any requi red changes.
Make sure that corrective action on changes is acconplished and entered into
MMSB Al of the repair parts in the ERObin shoul d be reflected as
recei ved on the DPR

(h) Mke sure that the DPRis annotated wth the current and
correct data and reconciled wth supply agai nst SASSY out put reports.
Prepare and submt the required transactions to correct invalid data
reflected on the DPR

(i) Mke sure that all open EROs have been prepared per TM
4700- 15/ 1.

(3) e of the SASSY output reports that the supply section wll
use during the biweekly reconciliationis the Additional Denand List. (

(a) The purpose of the Additional Denand List is to provide
the using units and mai ntenance floats wth listings displaying the current
status of all outstandi ng supply requests submtted by the using units. The
list wll display the fol | ow ng:

1 The current status of all outstandi ng supply
requests.

2 The on-hand substitute assets, when avail abl e, which
coul d be issued to satisfy a dermand.
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(b) The Additional Denmand List is published in four sequences
and wll provide all the necessary information relative to the unit's
addi tional denands.

1 Docunent Number Sequence. This list displays for the
unit those records on the Due and Satus Fle (DASF) which have a using unit
backor der in docunent nunber sequence. This listing displays the nost
current supply status and receipts to date.

2 NoN Sequence. This list displays for the unit those
NSN's on the DASF in NSN sequence. The on-hand avail abl e for issue quantity
of both prine and substitute itens held by the using unit are displayed after
each backorder entry, if assets are avail abl e.

3 ERONunber Sequence. This list displays for the unit
those records on the DASF whi ch contain an BRO nunber. The BERO dermand | i st
is in ERO nunber sequence and is provided to reconcil e outstandi ng
requirenents wth the nai nt enance shops.

4 RJ (Responsible Lhit) Sequence. This list displays
for the unit (individuals, sections, conpanies, et cetera) those records on
the DASF which contain an BEROnunber. The RJdenand list is provided to
reconci | e outstandi ng denands wth the RUs. By reconciling the RJ denand
list wth the RJand nai nt enance shops, a continuous backorder validation is
i n process.

5 The Additional Denand List wll be reconciled wth
the RU s and nai nt enance shops every two weeks. The denand list in ERO
nunber sequence w il be used during this reconciliation.

a The followng records are required to be on hand
and reviewed during each validation. The denand |ist nust be current and
reflect the data fromthe | atest update.

(1) Open S.

(2) ERO Shoppi ng/ Transacti on Li st (NAVMC 10925) .
(3) MMSE Daily Process Report.

(4) Denand List (ERO No. sequence).

b Uon conpl etion of the validation, a copy of the
denand list, wth required actions noted and signature of the personnel
performng the validation certifying a reconciliation was acconplished, w |
be filed in the using unit supply office and maintained for thirty days.
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c Oontent of the demand |ist (ERO sequence) col unm

by col unm.

(1) UWhit activity address code.

(2) MNane of listing.

(3) Date listing was printed.

(4) ERO nunber .

(5 RU(responsible unit) nunber.

(6) Additional denand docunent nuniper.

(7) Pinme NSNfor the itemordered.

(8 Lhit of issue.

(90 Quantity on backorder.

(10) Quantity still due.

(11) Quantity received agai nst the docunent
nuniper .

(12) Priority of the denand.

(13) Lhit price of the item

(14) Sores account code.

(15) B ank.

(16) Date SW establ i shed the record.

(17) Advice code used in the original requisition.

(18) NSNoriginally ordered by the unit.

(c) Satus codes, tinefranes, and appropriate action.
STATUS T MBFRAME ACTTON

No status posted 5 days Gontact supply to

determine if the
transacti on has
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STATUS

No status posted

5 R
53

Rel eased st at us

Rel eased st at us

x88R3
=838

T MEFRAME

5 days

10 days fromthe | ocal
| SSA

30 days fromthe outside
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ACTION
processed i n SASSY.
If transaction has
processed supply submt
a"7" transaction to
post the status on the
CPR

If the transaction has
not processed i n SASSY,
have supply submt a
fol | ow up.

Revi ew t hose
transactions wth a
|ater draft date under
the sane BROto
determne if the item
ahs been reordered.
This is determned by
| ooking for a |ater
docunent wth the same
NSN

If the itemhas not
been reor der ed,
contact the

shop/ section and
determne if the

itemis still
needed. If the item
is still needed,

submt a new
requisition after
correcting the error
that caused the

rej ection/

cancel | ation.

Have supply submt a
followup to the

| SSA based on the
tine frane

est abl i shed.

Requi sitions that



STATUS
(BA BN M, IH R

Shipping status (Satus
type -ASl, AR?) (Satus
- node of shi pnent)

Passi ng st at us
(B BM BZ B

Backor der /
infornation rel at ed
status (BB B7, BH

TI MEFRAMVE
suppl y sour ce

30 days in QNS

60 days out si de QNS

10 days Pri 01-08
20 days Pri 09-15

30 days

I11-9

ACTION
have a | ast
an out si de known
hol der of the
| ocal 1 SSA supply
sour ce have
a 10 day fol | owup
ti nef rane.
Requisitions that have a
| ast known hol der of
anything other than the
| SSA have a fol | owup
tinefrane of 30 days.

I f node of shi pnent
codes Gand H
(unregistered air or
ground parcel post),
have supply), have
suppl y process a | ost
shipnent. If the item
was shi pped via any

ot her node of shi prent,
have supply initiate
tracer action through
the transportation
nanagenent of fi cer (TMD

Have supply prepare a
fol | ow up.

If the itemhas been on
backorder for over 30
days, have supply submt
a fol | ow up.

If the status recei ved
is infornmation-rel ated;
verify the new

i nfornmation and nake
sure the itemis still
needed. have supply
submt a fol lowup after
30 days.



STATUS TI MEFRAMVE ACTTON
Del ayed 20 days have supply prepare a
fol | ow up/

2. | DENTH CATION OF PRE-EXPENCED BN (PEB) MANACEMENT (R TER A

a. Pre-expended bin (PEB) itens provide continuous availability of |ow
cost, fast-noving itens (repair parts/common hardware) for nechani cs and
techni ci ans performng equi pnent nai ntenance. The prinary reasons for
nai ntai ning a PEB are to enhance nai nt enance operations and to provi de
econom cal nanagenent of | owcost, fast-noving, expendable itens.

b. The stockage of PEBitens should be mninal. The storing and
nanagi ng of stock not yet assigned for equi pnent repairs is not a duty or
mssion of the nai ntenance shop. Further, it prevents the devel opnent of
usage history for continued support by higher |evels of supply. To achieve
bui I d-up data for PEB itens applied during equi pnent nai nt enance servi ces,
M M6 advi ce code "PB' w |l be used.

c. Gonmmand inspections and anal ysis prograns for supply and nai nt enance
w il review PEB stock during schedul ed visits and w Il assist cormanders, as
required, wth establishing and mai ntai ni ng aut hori zed PEB range and dept h.

d. Gormmanders wll reviewand approve (inwiting) itens for PEB s at
| east annual |l y.

e. Wenit is determned that a PEB w Il enhance the nai ntenance effort,
the unit commander or designated representative wll publish aletter
authorizing specific itens to be included in the PEB. The letter wll
contain, as a mninum the follow ng i nformati on concerning the itens
aut hori zed for storage.

(1) NSNpart nunber of the item
(2) Nonenclature of the item
(3 Wit of issue.

(4 Wit price.

(5 Reorder point.

(6) Mxi numquantity authori zed.

f. Qnce anitemis procured and i ssued to the PEB, no further supply
accounting is required. However, prudent nanagenent dictates that sinple
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procedures are required for locating/identifying the itemand establishing
when to replenish the itemin the PEB.  Sone exanpl es of such procedures are:

(1) Wthin the PEB, segregate the itens by specific NSNinto a
separ at e conpart nent/ box/ contai ner which is | abel ed wth the NSN

(2) Establish areorder point in the authorization letter.

(3) As parts are used, the usage is recorded (by actual
notati on/use of cards or chips), and after a specified quantity is expended,
the itemis reordered.

g Qiteria for PEB

(1) For those PEBitens that are applied/ consuned as a full unit of
issue, the usage criteriais six units of issue applied/ consuned in six
nonths (six units of issue in twelve nonths for Reserve units).

(2) For those PEBitens that are applied/ consuned as | ess than a
full unit of issue, the usage criteriais one unit of issue applied/ consuned
in six nonths.

(3) To accommodat e peak denand periods for units supporting
internedi ate and dept nai ntenance (fourth and/or fifth echel on), the hi ghest
two nont hs usage of the previous twel ve nonths history may be averaged to
establish thirty days of supply for the line item Exceptions can be
authorized local ly for specific, peculiar usage patterns for any unit of
i ssue, such as feet or gallons, provided:

(a) Each itemis justified in witing during the schedul ed
revi ew

(b) The amount hel d does not exceed the thirty days of
suppl y.

(c) The itemis under the established dollar limtations.

(4) Gonsunmabl es applied in quantities less than a full unit of
issue (e.g., box, hundred, mx, et cetera) wll be held not to exceed two
full units of issue, except if thirty days of supply is the greater quantity.

(5 The unit price criteria for itens stocked in the PEB nust be
less than or equal to five-hundred dollars per unit of issue. Wen the total
dollar valve of a PEBitemis less than twenty-five dollars, it is not
nandatory to capture usage data via dass | system sage wll be conpiled
using the nost | ogi cal nethod deened appropriate by the local unit commander.
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(6) Broken units of issue (i.e., seventy-five cotter pins |eft over
froma unit of issue of one-hundred) which were ordered, received, and
appl i ed agai nst a corrective nmai ntenance EROthat do not neet the PEB
criteria are authorized to be naintained as a PEBitemuntil they are
exhausted or for a period not to exceed one year. These itens nust be
identified, on the PEBIlist (letter), as broken units of issue and reflect
the date they were added to the list. These itens wll NOI be reordered as
PEB i tens when exhaust ed.

h. Procedures for Gontrolling a PEB.  Prudent nanagenent dictates that
sinpl e procedures are required for locating/identifying the itens and
establ i shing when to replenish the itens in the PEB

(1) ptaining PEBitens.

(a) Wse category code "O EROs for PEB or shop over head
nateriel.

1 Wen such nateriel is associated wth a specific type
of equi pnent, the I D nunber of the equi prent type wll be used.

2 Wen such nateriel is applicable to nore than one
equi prent type, durmy TAMcontrol nunbers (TAMIN s) and | D nunbers wll be
used. The ID standards file has been | oaded wth six "dummy" TAMN s:

a TAMIN A0000, ID No. OOOOA for cormmuni cati on-
electronics materiel .

TAMON BOOOO, 1D No. 0O0OOB for engineer nateriels.

c TAMIN D000, ID No. 0000C for general supplies.

d TAMON DO00O, ID No. 0000D for notor transport
nateriel.

e TAMIN EO000, ID No. OOOOE for ordnance nateriel.

f TAMIN FOO0O, ID No. OOOOF for future use.

3 For category code "O EROs used for PEB or shop

over head:

a The first character of the Job ID code wll be
n 7l n

b Onhthe BERCAL the naterial usage code wll be "7"
or "9."
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(b) Low usage shop overhead. Periodically, units will be
required to request |owusage repair parts that are stocked in a unit of
issue that is larger than what is required for equi pnent repair.

1 If the nai ntenance shop determnes there i s no need
for the additional itens in the near future, they shoul d take the action
required for excess parts.

2 If the shop determnes there is a potenti al
requi renent, the itens should be added to the PEB list indicating that the
itens are froma broken unit of issue and shoul d not be reordered.

(2) Sanding operating procedure (SOP). Internal procedures
established for identifying, locating, and reordering PEB itens nust be
i ncluded i n the nai nt enance/ nai nt enance nanagenent SCP.

3. PURPCGEE AAD WIBNG N T S RESPONS Bl LI TI ES FAR THE GONSALI DATED MEVCRANDUM
RECH PT (OWR

a. The OWRis a listing of authorized allowance itens in the hands of
responsi bl e units (nai nt enance shop, truck pl atoon, communi cations secti on,
et cetera).

(1) The QW is provided by the Internediate Supply Support Activity
(1SA) upon request of the using units and is provided in Activity Address
(ode/ Responsi bl e Lhit Gode/ TAM Gontrol Nunber (AQ RJ TAMON  sequence.

(2) The QW is generated fromthe Reporting Lhit Allowance Fle
(RAF and w il resenbl e the Mechani zed Al l owance List (ML) printout, except
that it wll have the USMJ serial nunber of all on-hand al | onvance-type itens.
The QMR w || contain the fol |l ow ng i nfornation:
(a) Activity Address Gode (AQ of the unit.
(b) QW date.
(c) Type Property ode.

1 (ode "1," Type 1l itemas listed on the TAV

N

Qode "2," Type 2 itemas listed on the TAM
(d) Report nunber.

(e) Table of Authorized Material Control Nunber (TAMON of
the item
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(f) Sock nunber (STK NR of the item

(g) Itemdescription.

(h) Wit of Issue (U) the itemcones in.

(i) On-hand quantity (CH QTY) as of the run date of the QWR
(j) Authorized (AUTH allowance quantity rated by the unit.

(k) Stores account code (SAQ. The SACis used to
differentiate between itens (secondary and principal) in the stock fund and
the appropriation stores accounts.

(1) Controlled itens code (AQQ. The ACis used to identify
itens which require specific reporting and requi renents control per UM
4400. 124.

(m Seria nunbers (SER NRS of the on-hand quantity.

(3) The QR w |1 list both expendabl e and nonexpendabl e al | owance
itens.

(a) Nonexpendable itens are all serialized ordnance itens,
of fi ce machi nes, and devices wth a unit val ue of over one-hundred dol | ars;
itens of a highly negotiable nature; controlled itens; itens designated in
witing (listing) by the | ocal commander as requiring special control; and
all other itens having a unit val ue of over eight-hundred dol |l ars except
consunabl e and repair parts.

(b) Expendabl e itens are consuned in use, such as amunition
or fuel, or which lose their identity, such as repair parts, or which are of
lowintrinsic value, unworthy of full accounting procedures. Wen issued to
end use, expendabl e supplies are dropped fromthe accounting records.

(c) nsunabl e supplies are articles which, after issue, are
chemcal ly or physically altered to the extent they cannot be economcal |y
reused for their original purpose. Gonsunable itens are either consuned in
use or lose their identity in the process of work or perfornance of service.
They include such itens as office supplies, petroleum oil, |ubricant
products, lunber, et cetera. onsunables are nornal |y expended upon i ssue.

(d) ontrolled/regulated itens are those principal end itens
and secondary itens (reparables) which are reportabl e and require Mrine
Qorps-w de i n-use asset know edge for requirenent conputations, control of
i ssues, and determnation of disposition.
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(e) Alowance is that quantity of an itemrequired to be on
hand or on order by a unit as authorized by the unit's T/E and ot her
al | onance type publications or directives (special allowance), unless
specific authorization i s provided by hi gher headquarters.

b. Actions of the Wsing Lhit

(1) The unit supply officer will maintain the signed copy of the
OWR for each responsible unit (R) together wth all pendi ng adj ust nent
transactions (receipts, issues, and inventory adjustnents) in TAM sequence.

(2) Qarterly, or upon change of responsible officer (R), the
supply officer wll prepare a cover letter and encl ose two copi es of the OWR
to be forwarded to the RU  The al |l onance figure colum w |l be conpl et ed
wth the RUs authorized T/E and special al |l onances. A semannual vice
guarterly reconciliation is authorized when approved in witing by the
appropriate Gommandi ng Gener al / Comrmandi ng G fi cer.

(3) Won receipt of the signed copy of the QW fromthe responsi bl e
of ficer, reconcile any difference that may exist. Qice the new OWR has been
reconcil ed, the old copy wth adj ustnent transaction docunents nust be
retained for one (1) year.

(4 The UBMJ serial nunbers, for which the RUis responsible, will
be recorded on all copies of the OWR s.

c. Actions of the Responsible Lhit (R)

(1) Quarterly, and/or wth change of responsible officer, the RJ
Wil receive two copies of the QR fromthe supply officer. If the OWR
inventory is being perforned because of change in ROs, if circunstances
permt, the old and new RO s shoul d conduct a joint inventory.

(2) Wen the ROrecei ves a new OMR the on-hand bal ance and
USMD serial nunbers will be verified and a signed copy returned to the supply
officer wth the bottomof each page initialed by the RO |If discrepancies
are noted by the RQ reconcile wth the supply officer, any differences which
nay exi st by providing supporting source docunents. This action wll be
conpleted wthin fifteen days fromthe day of receipt of the QWR

(a) If the supply officer and the ROagree that the Q\Ris in
error, the supply officer wll pen change the erroneous quantities, and both
he and the ROw I initial the changes.

(b) If the supply officer does not agree wth the ROwhere OQWR
guantities are disputed, the ROw Il report the di screpanci es i n accordance
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wth local procedures, and report the missing or danaged property by letter
to the accountabl e coomander via the supply officer. The letter, Request for
I nvestigation, submtted by the ROshould contain the |isted essential

feat ures:

1 The property itemzed and its condition described
(mssing or danaged).

2 Astatenent of whether or not you (RO accept the
responsibility for the condition of the property.

3 Astatenent of whether or not you (RO want to
voluntarily reinburse the governnent.

4 Astatenent briefly describing the circunstances
surroundi ng the 1 oss or danage of the property if he (R) is anare of them

(c) Even though the RO disputes the quantities of the QR HE
WLL STILL S QN the endorsenent of the OWR update letter certifying the OWR
to be correct. However, since he wll be simltaneously submtting a |l etter
to the supply officer pointing out the discrepancies in the account; it will
be this letter that wll docunent the ROs position on disputed quantities.

(3) ROs nust nmake sure that their records are nai ntai ned current on
a day to day basis. e copy of the QR w th pendi ng i ncreases/ decreases is
required to be naintained at the RJ I evel.

(a) The ROs copy of the ORw | be updated in pencil, when
required.

(b) iy when these records are naintained current wll the
RO be discharging his duties of supply nmanagenent and effectiveness whi ch
Wil inturn, assist the conmandi ng officer to be conbat-ready and guard
agai nst critical shortages and unaut hori zed excesses.

(4 ROs nay designate one or nore individuals as their authorized
representatives to receipt for and requisition supplies; however, notice of
del egation of authority wll be nade, in witing, and signed by the RO
concerned. The original copy of the delegation of authority wll be hel d by
the supply officer.

4. PROCEDURES FCR THE GNTRAL G- TADL SETS. GESTS. AD K TS

a. Mwrine Qorps directives require that tool sets, chests, and kits be
inventoried as fol | ows:
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(1) Tool sets, chests, and kits that are issued to an indivi dual
where | ocks and a secure storage area are provided wll be inventoried at
| east sem annual |y.

(2) Tool sets, chest, and kits that are securely stored wll be
inventoried at |east annually.

(3) Tool sets, chests, and kits that are i ssued to a responsi bl e
officer (RO wll be inventoried upon change of RQ

(4) Inventory records wll be retained for a period of twelve
nonths. At a mininumthose records wll contain the previous two seniannual
inventories for itens in service and the previous annual inventory for itens
not in service.

(5) The above |isted procedures reflect the mni numinventory
requi renents. Gonmanders nay specify nore frequent inventory interval s
wthin their respective MBP if deened appropri ate.

(6) Inventories wll be conducted by the i medi ate supervisor of
the individual to whomthe equi pnent is issued or by an individual designated
by the responsibl e officer. DO screpancies noted during the inventory (e.g.,
mssing or danaged conponents) w |l be resol ved per the procedures outlined
in UM 4400- 124.

b. Steps in the Tool Gontrol Program

(1) Identify. Wing the unit's T/E and al |l onance list (to include
speci al al |l onances), the MO supply officer, and nai nt enance of fi cer nust
identify all tool sets, chests, and kits.

(2) Locate. Each tool set, chest, and kit within the unit shoul d
be located; and responsibility for accounting for and nmai ntai ning the tool
sets, chests, and kits shoul d be assi gned.

(3 Inventory. Wen all of the equi pnent has been | ocated, the
MMD supply officer, responsible officer, and nai ntenance of fi cer shoul d
match the tool sets, chests, and kits to the T/E and al | onance |ist to nake
sure that all itens have been accounted for.

(a) Aconplete inventory of all tool sets, chests, and kits
shoul d be nade using the appropriate 9-3, S-3 extract, US Arny supply
catal og, technical nanual (basic issue itens (Bll), or autonated system

(b) Gommon or special tools for which al |l onances have been
establ i shed by the unit commander, because they are above the T/ E or speci al
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al | onance requi renents, nust al so be inventoried and contai ned on an
inventory list.

(c) Acopy of the conpleted inventory/ -3/ 9-3 extract w |
be naintained in the tool kit, set, or chest, or inafile folder naintai ned
by the tool room NJ3J commodi ty nanager in a secure area.

(4) Excess tools. Excess tools wll be rolled back (returned) to
the supply system Special all owances shoul d be established for tool s that
are required above the established T/E allowances. Atool list wll be
establ i shed for tool sets for which no S-3 or supply catalog is avail abl e.
Alocal tool list is alsorequiredlistingthe tools in the tool room

(5 ontrol.

(a) Al tool sets, chests, and kits wll be inventoried using
the S-3, S-3 extract, US Any supply catal og, technical nanual, or
autonated system The inventory sheet nay be nodified to neet the needs of
the unit.

1 The last page of the inventory shoul d have a space
for the signature of the person conducting the inventory, date of the
inventory, and the signature of the person supervising the inventory.

2 Oopies of the inventory wll be naintai ned for one
year.

(b) Tool sets, chest, and kits issued to individuals wll be
secured when not in the custody of the individual. A duplicate key or a copy
of the lock's conbi nati on shoul d be nmai ntai ned by the responsibl e of ficer.

(c) Tool sets, chests, or kits held by the section tool room
for issue to individual s should be naintained i n an area secure agai nst
pilferage. The unit's MMBCP wll include instructions on a nethod to account
for issues and receipts. Exanples are:

1 Logbook containing the fol |l ow ng i nfornation:

Dat e.

Job}

b Nonencl at ure.
c Sgnature out.

d Sgnature in.
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2 Sanped tags (IDtag bl anks) issued to nechanic wth

t ool box.

a Qven to tool roomattendant by nechani c when
checki ng out tools.

b Returned to nechani c when tool s are returned.
3 Sgn-out cards containing the foll ow ng infornation:

Cat e.

(Jo)]

Nonencl at ur e.

1T

S gnat ure.

10

(d) ontrol nust al so be nai ntai ned over requisitions for
conponents of tool sets, chests, or kits. Several techniques are avail abl e
to exercise this control .

1 Logbook containing the fol |l ow ng i nfornation:

NSN

(Job)

1T

Quantity

Docunent nuniber .

e}

=X

Kit, chest, or set nunber.

Recei ved dat e.

I

2 Suspense copies of requisitions (1348 or ERCHL).
3 Wse of the reporting unit's denand |isting by citing
a desi gnat ed suppl enentary address on the requi sitions.

4 e of the MM Daily Process Report (DPR by using
S-3 EROs for tools required in the chests, sets, and kits for use by
nai nt enance personnel and category code "S' BROs for tools required by the
oper at or/ crew

(6) Inspect. Despite the requirenent to conduct
inventories, there still remains a requirenment for the MMO to
i nspect tools and verify inventory records and requisitions
during normally schedul ed i nspections with the unit.
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